U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys

ADVERSARY CASE OPENING/SUMMONS REQUEST

This docketing procedure provides step by step instruction for the filing of a new
Adversary case and Summons Request.

STEP 1

STEP 2

STEP 3

March 12,2003

Click on the Adversary hyperlink on the blue CM/ECF MAIN
MENU BAR.

Click on Open an Case-Adversary Proceeding. (see figure 1)

EECF Bankruptcy « Adversary o Query + Reports « Utilities - Logout '?‘

Adversary Events

Appeal
MationsfApplications
ObyResp/Original Answers
Open & Case - Adversary Procecding
Open & Case - Miscell Proceeding
R Served, Counterclaim, Crap, ete
Other

figure 1

The Case Information Screen appears. The case type defaults to “ap”
and the Complaint box defaults to “y”. The current date also appears.
Leave this screen at the defaults. click Next (see figure 2)

[ ZE

Open Adversary Case

Bankruptcy » Adversary « Query -+ Reports -« Utilities «+ Logout ?-‘

Case type [zl

Date filed 32/12/2003

Complaint Iy '-I
Nextl Clear I

figure 2
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 4 The Related Case Screen appears. Insert the related bankruptcy case
number in the Lead case number field. Select the association type in
the drop down box. If the adversary being filed is not a
dischargeability complaint or objection to discharge then simply
select related. Click Next. (see figure 3)

EE F Bankruptcy - Adversary - Query - Reports - Utilities - Logout 6_1,

Open Adversary Case

Lead case number I03710007

Association type ID\schargeabllny of a Debt ;'

;NEXL! C\earl

figure 3

STEP 5 The Case Assignment screen appears. This screen confirms the
divisional office and Judge assignment based on the lead bankruptcy
case number entered. Confirm this information is correct. Click
Next. (see figure 4)

Bankruptcy + Adversary + Ouery -+« Reports -« Utilities -« Logout ?_—

Open Adversary Case

Case is agsigned to Austin Division, Judgze Monroe
the lead Bankruptey case 032-10007-fm.

figure 4

March 12, 2003 Attorney Procedure 2



U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 6 The Search for a Party screen appears so that the parties involved in
the cause of action can properly be added to the case. Conduct
proper searches of the Court’s data base according to the A#torney
Style Guide located on the Court’s web site. Click Search. (see figure
S)

Bankruptcy  »  Adversary » Query + Reports « Utilities « Logout Q‘

§8M | TaxId |
Last/Business name |The Comedy Cluk
Clear

figure 5

STEP 7 Remember to conduct a general search. If the party entered is not
found, it will be necessary to create a new party. Click Create new
party. (see figure 6)

Search for a party
ol ] TaxTd

LustBusiness name
Saarch | Clear

Party search results

Mo persen fomnd.

Crualé niw pany

figure 6
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys

ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 8

March 12,2003

It is recommended that addresses not be added for parties other than
debtors. Be sure to select a party “role” type in the drop down box
for each party you enter. Click on the attorney box and search for
yourself in order to associate yourself with the plaintiff as filer of the
complaint. You will never have to add yourself if a proper search is
conducted. Always search and enter the plaintiff(s) first then enter
defendants. Do not add the defendant’s attorney even if you know
them. They will be added when and if they answer the complaint.
Click Submit. Continue adding parties until all parties have been
added to the case. Click End Party Selection.(see figure 7).

[Party Information £

The Comedy Club, Inc.  SSIN:Unknowsn
Office | Address 1 |
Address 2 | Address 3 |
City l— State I_ Zip ii
County f—:j Country '—
FPhone f—- Fax '7
E-mail |
ProSe m Role
Party text |
Attorney... I Alias.. | Review... Igﬁ&ix’:?jg&nﬁ;ﬁ:ewmm
Subrhrtl Cancel | Clearl
figure 7
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 9 The Adversary Statistical Screen appears. Complete required
information by reviewing and selecting appropriate action in each
drop down box. Click Next. (see figure 8)

Open Adversary Case

Party code IU S. nat a Party in the case Ll

BRE TR LA 405 (Dischargeability 523)
Origin [oiginal procezding =]
Transfer date l—-
Rule 23 (class action) m
Jury demand m
Demand ($000) [

Mext Clear

figure 8

STEP 10 The Browse screen appears. Retrieve the electronic document
(Complaint Or Notice of Removal) you are filing through this screen.
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 11 Describe the relief sought by typing in the text box which appears on
the next screen. Click Next (see figure 9)

EE F Bankruptcy + Adversary « Query + Reports . Utilities -+ Logout Q\

Open Adversary Case

Describe Relief Being Sought:|To Determine Dischar

Mext C\earl

figure 9

STEP 12 The following screen directs you to docket/file the Summons Request
upon completion of the adversary case opening. It also informs you to
enter CC on the following financial screen. Please make note of
of this and click Next. (see figure 10)

| ZE

Open Adversary Case

Bankruptcy » Adversary « Query + Reports « Utilities « Logout 6:

COURT PERSONNEL GNLY: DOCKET SUMMAONS ISSTED EVENT. ADD THE OBJDSC FLAG TO LEAD
CASE IF 727 COMPLATIINT.

LA TTORNEYS: DO NOT FORGET TO DOCKET SUMMONS REQUEST EVENT AND ATTACH PROPOSED
SUMMONS(ES).

ATTORNEY FILERS: ENTER C'C IN Receipt #.

G\earl

figure 10
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 13 The Financial Screen appears. Enter CC in the receipt number box if
your client is required to pay the fee. The fee amount box defaults to
$150. If the fee does not apply to your client, type no fee in the
receipt field. Click Next.

STE P 14 The following screen requires no input. Click Next.
STEP 15 The Modify Text Screen provides an opportunity to review the

docket text of the event. Take a moment to review this screen. Use
the BACK button should corrections be needed. (see figure 11)

EE F Bankruptcy +  Adversary + Query + Reports + Utllities -+ Logout @,

Open Adversary Case

Docket Text: Final Text

Complaint To Determine Dischargeability of Debt filed by The Comedy Club, Inc. against
Chris Rock (Filing Fee: § 150, Receipt # cc. ) (Shark, Joe)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Mext | Clear

figure 11
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 16 The Final Text Window Screen allows a final opportunity to review
the docket text and make corrections if necessary. Clicking the Next
button commits this transaction to the data base and no further
modifications can be made. Be sure all information is correct before
clicking the Next button. If you realize a mistake after submission,
contact the Clerk’s office immediately and report it. (see figure 12)

EECF Bankruptcy + Adversary + Query + Reports « Utilities + Logout Q,

Open Adversary Case

Docket Text: Final Text

Complaint To Determine Dischargeability of Debt filed by The Comedy Club, Inc. against
Chris Rock (Filing Fee: § 150, Receipt # cc. ) (Shark, Joe)

Attention!! Submitting this screen comumits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear |

figure 12
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 17 The Notice of Electronic Filing Screen appears. This screen serves as
receipt of the filed document. A new adversary case number is
assigned. (see figure 13)

EE F Bankruptcy «  Adversary s+ DOuery + Reports -« + Logout

Open Adversary Case =
T.S. Bankruptey Court
Western District of Texas
Motice of Electronic Filing

The following transaction was received from Shark, Joe entered on 3/19/2003 at :20 AW C5T and filed on 3/19/2003
Case Name: The Comedy Club, Inc. v Rock

Case Number: 03-01040

Document Number: 1

Case Name: Chris Reck

Case Number: 03-10007-fim

Document Number: 15

[Docket Text:
Complaint Te Determine Dischargeability of Debt filed by The Comedy Club, Ine. against Chris Rock (Filing Fee: § 150, Receipt
# co. ) (Shark, Joe) =l

The followme document(s) are associated with this transaction

[Document description:}ain Document

Original filename:1\752-signed pdf

[Electronic document Stamp:

[STAMP blecfStamp_ID=982230274 [Date=319/2003] [FileMumber=45088-0] [
ScdbB557(96540be2 10481406 1627066(9b86cccea74e9 145897 db 156 1a86{%a%a65
d371106af2706c2216ebBeb176ef634055b 4550822405454 0ba1 77 ec5]]

[IDocument description:Ilan Document

Original filename:17\752-signed pdf

[Electronic document Stamp:

[STAMP blecfStamp [D=988230274 [Date=3/19/2003] [FilelTumber=45083-1] [
9111c29302c96abded58f43 1 edfPad cYaaal5h3aci2 16 166e92851854c8013562a2b38
2e3edbdeebdd T 7c4Th4 1e4b 1204956 daccB0574e 54 c4 daf] 167244]]

03-01040 Notice will be electronically mailed to:
03-01040 Notice will not he electronically mailed to:

Toe Sharle

03-10007-frm Notice will be electronically mailed to:

figure 13
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys

ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 18

STEP 19

STEP 20

March 12,2003

File the Summons Request. Click Adversary on the CM/ECF Main
Menu Bar. Select the Summons Requests/Served...category
(see figure 14)

sECF

Bankruptcy

e Adversary - Query - Reports -« Utilities - Logout 6_.‘_,
Adversary Events

Appeal

Iotions/Applications

ObjResp/Original Answers

Open & Caze - Adversary Proceeding

Open A Case - Miscellaneous Proceeding
Summons Requests/Served, Counterclaim, Cmp, etc
Other

figure 14

Enter the Adversary Case Number. Click Next.

Select Summons Request from the drop down box. (see figure 15)

sECF

Bankruptcy + Adversary + Ouery + Reports « Utilities + Logout '@,

Complaint/'Summons

03-01040 The Comedy Club, Inc v Rock

Adversary Summaons Sened =
Complaint

Counterclaim

Crossclaim

Intervenar Cornplaint

Motice of Removal

Simmons Reques

Third Party Cornplaint j

M Clear

figure 15
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 21 Select the party requesting the summons as the party filer. Click
Next. (see figure 16 )

Complaint/'Summons:

03-01040 The Comedy Club, Inc. v. Rock

Select the Party:

T3t Clear

figure 16

STEP 22 Select the party the summons is to be issued upon. Click Next. (see
figure 17)

figure 17
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys
ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 23

The Browse for a Document Screen appears. Upload the summons
document.

STEP 24 The Summons Information Screen appears. Enter the number of

summonses requested and whether or not this is the initial issuance or
re-issuance. Click Next. (see figure 18)

‘Complaint’Summons:
0301040 The Comedy b, Tne v

figure 18

STEP 25

The Modify Text Screen appears. Check your entry to confirm it
reads properly. Click Next. (see figure 19)

ComplaintfSummeons:

03-01040 The Cemedy Club, Inc. w. Rock

Docket Text: Modify as Appropriate.
W 7| Request for Issuance of Summons{es) by Joe Shark on hehalf of The
Comedy Club, Inc. - 1 summons{es) requested on Chris Rock (Shark, Joe)

Mext Clear

figure 19
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF DOCKETING PROCEDURE
For Attorneys

ADVERSARY CASE OPENING/SUMMONS REQUEST

STEP 26

STEP 27

March 12,2003

The Final Docket Text Screen appears. This is last opportunity to
review before submission. Confirm that the entry is correct before
clicking Next (see figure 20)

Complaint/Summons:

03-01040 The Comedy Club, Inc. v Rock

Docket Text: Final Text

Reguest for Issuance of Summons(es) by Joe Shark on behalf of The Comedy Club, Inc. -
1 summonsies) requested on Chris Rock (Shark, Joe)

Artention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

figure 20

The Notice of Electronic Filing Screen appears concluding your entry.
Return to the CM/ECF Main Menu Bar to continue filing in the
system or Logout.
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